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CIVIL AIR PATROL SUPPLY REGULATION

This regulation establishes a standard system for Civil Air Patrol (CAP) commanders, logistics officers, and supply officers
to obtain, control and dispose of supplies, equipment, and other material.  It contains Air Force and CAP corporate policy and
guidance necessary to assure CAP’s continued eligibility to receive appropriated funded equipment, Department of Defense
(DoD) excess material and to properly utilize and protect the assets of the corporation.  Its provisions are mandatory for use
by all members of CAP regardless of the level at which they are located within the CAP corporate structure; for example,
National Headquarters, liaison offices, regions, wings, groups, squadrons or flights.  It applies to all property regardless of
method of acquisition.  CAP may receive property from state and local governments along with individual or corporate
donations.  In turn, citizens have a right to expect this property will be used the way it was intended.  Positive command
control over property that is assigned ensures this being accomplished and is vital to the continuance of this privilege.  It
contains procedures to be followed for all acquisitions and disposals. Aircraft and vehicle procedures are included for
accountability purposes.  Additional provisions for acquisition, control, maintenance and disposal of aircraft and vehicles are
contained in CAPR 66-1, CAPR 67-4 and CAPR 900-6 for aircraft and CAPR 77-1 and CAPR 900-7 for vehicles.
Additional information about real property may be found in CAPR 87-1.  Fundraising and donation guidance is in CAPR
173-4.  Note: This regulation is revised in its entirety.
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Chapter 1 - General

1-1. Implementation and Changes.
This regulation will not be changed except by HQ CAP-USAF/LGS.  However, suggestions for recommended changes that
would improve procedures are welcome at any time.  These suggestions must be routed through the liaison office (LO), CAP
region, and the CAP-USAF liaison region (LR).  Region/wing commanders may publish supplemental guidance to give more
detailed instructions to their units.  A copy of any supplement will be provided to the LO, CAP-USAF LR/LG and HQ CAP-
USAF/LGS.

1-2. Definitions.
a. Serviceable.  Not requiring any more than routine servicing or maintenance.

b. Economically Reparable.  Cost to repair does not exceed the current fair market value.

c. Uneconomically Reparable.  Cost to repair exceeds the current fair market value and/or CAP would have no
further requirement for the property even if it were to be repaired.

d. S-3 Report.  Inventory listing of all equipment controlled by the corporation.

e. Scrap Property.  Property not useable for any purpose but being disposed of in a landfill.

f. Expendable Property.  Property that is normally consumed either partially or completely during its use and/or has
no further value after usage.  Items such as clothing, office supplies, and non-powered hand tools are examples of expendable
property.

g. Non-Expendable Property.  Property that is not consumed during use and/or can be used continually or has some
value (usually monetary).  Items such as aircraft, vehicles, generators, and binoculars are examples of non-expendable
property.

h. Unit.  Unit is used throughout this regulation to refer to CAP regions, wings, groups, squadrons, and flights.

i. Liaison Office (LO).  The office which may consist of a retired Air Force officer and/or non commissioned
officer(s) in each wing to provide oversight and guidance to the CAP wing(s).

j. FX Account. The type of account by which CAP can screen items from DRMO.  This account is managed by the
CAP-USAF LR/LG.

k. DoD Funded Equipment.  Equipment which is purchased with appropriated dollars, including counter- drug funds.

1-3. Duties and Responsibilities.
This is a general list of responsibilities and is not all- inclusive.

a. HQ CAP-USAF/LG is responsible for advice, liaison, and oversight of the nationwide CAP supply, vehicle, real
property and aircraft programs and to manage and administer these programs for CAP at the national level.

b. HQ CAP-USAF/LGM is responsible for aircraft management.

c. HQ CAP-USAF/LGS is responsible for  supply/equipment management.

d. HQ CAP-USAF/LGT is responsible for vehicle and real property management.

e. CAP-USAF LR/CC is responsible for: 

1) DRMO screening, assets, and disposal.

2) Approval for report of survey on DRMO/DoD funded equipment.

3) Approval of survey audit report.

4) Recommending a wing freeze or suspension action when necessary to the CAP-USAF commander.

f. CAP-USAF LR/LG is responsible for:

1) Advice, liaison, and oversight of the region's supply, vehicle, real property and aircraft programs.

2) Performance of annual survey audits and assessing the wings’ overall logistics programs.

3) Maintenance of the region FX account used for withdrawal/turn-in of DoD excess property.

g. CAP WING/LO is responsible for:

1) Advice, liaison, oversight and assistance to the wing(s) and CAP-USAF.

2) Performing an inspection prior to the annual survey audit.

3) Data entry into the logistics equipment program.

h. CAP REGION/CC is responsible for:

1) Proper management of corporate property in his/her region.  Maintaining a healthy logistics program is a
priority.

2) Realigning assets destined for a wing when it is on freeze.
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3) Reviewing survey audit reports and advising wings on corrective actions.

i. CAP REGION/LG is responsible for:

1) Oversight and training of the wings’ logistics staffs.

2) Assisting National Headquarters staff in developing CAP equipment requirements and utilization standards.

j. CAP WING/CC is responsible for proper management of corporate property in the wings.  Support is crucial to an
accurate logistics program.  Some of the responsibilities include:

1) Reviewing the LO inspection report prior to the survey audit.

2) Having staff, records, and corporate property available for the annual survey audit.

3) Insuring findings in the survey audit are corrected in a timely manner.

4) When needed, appointing an investigative officer for a report of survey and notifying members of findings of
pecuniary liability.

5) Is the disposal approval authority for other than DoD funded/DRMO equipment.

6) Reclaiming corporate property from deactivated units.

7) Supporting and cooperating with the CAP region LG in his/her duties to train and provide oversight to the
wings’ logistics staffs.

k. CAP WING/LG is responsible for:

1) Overall management of logistics programs in the wing and for advising the commander on status of logistics
programs and establishing policies.

2) Accountability for the wing equipment and will ensure all equipment is used properly and is secure.

3) Reviewing logistics budget requirements, managing real property and being knowledgeable of logistics
publications and forms.

4) Overseeing and training of unit supply officers.

l. CAP WING/LGS is responsible for insuring proper accountability for CAP property in the wing (receipt, issue,
storage, and proper disposal of all CAP property).

m. CAP WING/LGT is responsible for all management and utilization of corporate vehicles in the wing.

n. CAP WING/LGM is responsible for the aircraft maintenance management in the wing.  This officer may be
assigned to logistics or operations.

1-4. Property Management.
a. The purpose of equipment in CAP is to support personnel in performing missions.  The CAP Wing commander is

responsible for every unit having a defined mission.  Each piece of property should support the mission.  If property does not
support the mission and is not being used, the equipment should be redistributed and/or disposed of properly.  Wing
headquarters must not store excessive quantities of unused items.

b. Proper management of corporate property is the responsibility of all members of CAP.  Commanders at all levels
will ensure that proper management, supervision and control of CAP property is accomplished.  The unauthorized/improper
use of CAP property will be reported to the wing commander immediately. CAP property will be used only in support of
CAP programs.  The wing commander will take action to recover property being used for other than CAP programs and
activities.

c. Regardless of the source of acquisition, property will be receipted and accounted for using the procedures outlined
in chapter 3.  All funds and/or property acquired by any unit of CAP in any manner and from whatever source shall be
received in the name of "Civil Air Patrol" and shall be administered and accounted for as prescribed by regulations.
(Reference Section 8, Unit Funds and Property Bylaws of CAP and Article XV, Funds and Property Constitution of CAP.)

1-5. Property Sources.
a. Department of Defense (DoD).  CAP is eligible to receive DoD excess property in accordance with the provisions of

Public Law, DoD, and AF directives.  This eligibility does not make transfer of such property mandatory.  Property must be
excess to the requirements of the DoD, available for transfer, CAP must have a valid requirement and not be on freeze. CAP
must obtain approval from the LO and CAP-USAF LR/LG before receiving property from DoD.  For example, if a CAP
member found a radio that was excess to the base’s needs, the CAP member should contact the LO and CAP-USAF LR/LG
in writing, either by letter, fax or e-mail, requesting approval to receive the property.  After approval, he/she could then
receive the property and initiate the CAPF 37E.  This is not considered a donated item.  Any property owned by the DoD is
purchased with appropriated dollars and when no longer needed will be returned to DRMO.

1) The equipment and supplies CAP may  obtain from DoD excess or DRMO are contained at attachment 1.  CAP
will receive no aircraft, sailplanes, or hot air balloons that are in excess to the DoD.  CAP will receive no vehicle, trailers, or
vehicle parts that are in excess to the DoD without receiving HQ CAP-USAF/LGT authorization first.
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2) If a unit has a valid need for an item listed in a Federal Stock Group or Federal Stock Class not  reflected at
attachment 1, approval to acquire the item may be granted by the CAP-USAF LR/LG when the FX number is requested.  If
necessary, written justification may be required.

3) Excess DoD property will never be acquired for the purpose of trade or resale.

4) Items acquired from DRMO will be received on a DD Form 1348-1A.  The FX number on the DD Form 1348-
1A will be entered in the CAP equipment database in the “Source” field.   If the equipment was DoD excess, the CAPF 37E
should show "DoD Excess" in the "Source" field and in the equipment database.

b. Appropriated fund purchases.  CAP receives appropriated funds that may be used to purchase property.

1) Items acquired from these sources should show in the “Source" field of the CAPF 37E and the equipment
database, "DoD Funded."

2) Items acquired from these sources as a result of counterdrug operations should show in the "Document
Number" field of the CAPF 37E and the equipment database, "CD Funded."  This includes items purchased at wing with
funds generated from the Counterdrug administrative fee.

c. Commercially procured property.  CAP units may commercially procure needed items.  Source of funds for this type
item would be from fund-raising efforts and/or contributions from members. Items acquired from these sources should show
in the “Source” field of the CAPF 37E and the equipment database, "Unit Purchased."   This would not be used for items
purchased at wing with funds generated from the counterdrug administrative fee.  See paragraph 5-2d for vehicle purchases.

d. Donated property.  Individuals, business enterprises, or foundations may donate equipment or assets to CAP.
Acceptance of such donations is authorized and encouraged, but units are required to follow the acceptance procedures in
paragraph 3-6d).  See paragraph 5-2d for additional information regarding vehicle donations.  See paragraph 3-6d2) for
additional information regarding aircraft donations.

e. CAP Supply Depot.

1) Under the supervision of the executive director, the corporation operates the CAP Supply Depot, located in
Amarillo, Texas, providing a centralized "in-house" facility for the procurement, storage, distribution and accountability  of
DoD and procured inventory.  Selection includes support for both CAP and member aircraft, survival, and pilot supplies,
ground team and camping equipment, air and ground communications equipment and aerospace education "hands-on"
materials.

2) Aircraft support.  The depot, a Cessna distributor, stocks and/or markets support for all corporate aircraft.  The
depot inventory includes, but is not limited to: new and used airframe and engine repair parts and accessories, complete
engine assemblies, and new and overhauled propellers.

3) Charges.  This facility is operated on a "self- sufficient" basis, with no outside financial assistance, and as such,
charges handling fees commensurate with the cost of doing business in a not for profit organization.  CAP entities are
normally authorized open accounts, which are subject to the approval of the depot manager.  Members are offered credit card
and prepaid check transactions.  The depot accepts Master Card, Visa, and Discover.

4) Ordering procedures.  Store hours are 0800 to 1630 CST, Monday through Friday.  For more information, the
depot web site address is http://www.capsupply.com and is "secured" for credit card payment.  Requests may be made by toll
free telephone at 1-800-858-4370 or 806-335-2001.  Orders may be faxed in with credit card payment to 806-335-2416.
Written correspondence should be sent to CAP Supply Depot, 14400 Airport Boulevard, Amarillo, TX 79111-1207.

f. National Technology Center (NTC).  The corporation established the NTC, located in Richmond, Virginia, to
provide a central point for the storage, issue and accountability of government excess communication parts and purchased
(vendor) items for use by and in support of the CAP communication program.  NTC personnel are corporate employees who
operate under the supervision of NHQ CAP/DOK.  Additional information about NTC may be found at
http://www.ntc.cap.gov.

g. State Agency of Surplus Property (SASP).  If a CAP wing has its public safety role clearly indicated in its state’s
official emergency plan, the wing may be eligible to receive federal surplus through the SASP donation program.  The wing
commander must contact the SASP to determine eligibility. A copy of any documents receiving equipment from SASP must
be provided to HQ CAP-USAF/ LGS.  It is the wing's responsibility to make sure equipment is managed according to SASP
guidelines.  To get more information about SASP and find out who is the SASP manager for each state, look at Internet site
http://www.fss.gsa.gov/property/propstlst.cfm.

h. State owned property.  If items are loaned to CAP by the state, not donated, these items will not be placed on the S-3
report, but will be maintained on a separate list.

i. Property purchased by the state.  If items are provided to CAP and are not owned by the state, they will be placed on
the S-3 report.  The source field in the CAPF 37E will be “State.”

j. Found on base  (FOB).  Property that is received from an unknown source will be added to the inventory using
“FOB” in the document number field.  This indicates that a reasonable intent to determine the source of the equipment has
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been made and cannot be determined.  Found on base property should be handled the same as property from DRMO.
Identifying an item’s source as FOB should not be used to try and circumvent CAP’s responsibility to be accountable for
property.

1-6. Personal Property.
Personal property left in a unit over 90 days should be identified as "Personal Property" to prevent the property from being
misidentified as CAP property and picked up on the S-3 report.

Chapter 2 - Supply Files
2-1. Mandatory Files.
The following files are mandatory at all levels within CAP.  In order to maintain accountability of CAP property, the
following files will be established:

a. CAPF 38, Property Document Register. (See attachment 2.)  Only one CAPF 38 per unit will be used.  Document
numbers will be recorded consecutively.  A new register will be started as of 1 January each year.

b. Non-expendable property files. The files listed below will be maintained.  Maintain files in document number
sequence (CAPF 38).  The completed copy of the CAPF 37E or DD Form 1348-1A will be maintained until the item is added
to or deleted from the next signed S-3 report.

1) Non-expendable receipts file.  This file will contain CAPFs 37E and DD Forms 1348-1A used for receipts.

2) Non-expendable transfers file.  This file will contain CAPFs 37E used for transfers.

3) Non-expendable disposals file. This file will contain CAPFs 37E and DD Forms 1348-1A used for disposals.

c. S-3 report and TR file. A copy of all transaction registers (TRs) will be kept with the S-3 report until it is replaced
with a new S-3 report.  The TR will be used to ensure that all requested changes were processed and reflect current
information.  If the information on the TR is not correct, follow up action should be taken to the wing LGS and the wing LO.
A sample S-3 is at attachment 3 and a sample TR is at attachment 4

d. Expendable property files.  These files may be separated by receipts, issues and disposals; or the unit may opt to
keep these items in one file.

1) Expendable receipt file.  When expendable property is received, a copy of receiving documentation (CAPF 37E
or regions and wings may use DD Form 1348-1A) will be placed in this file.

2) Expendable issue file.  Each unit will  establish  a file for CAPFs 111 and CAPFs 37E to issue expendable
property to individuals/units.  Expendable transfers and turn-ins will also be filed in this folder.  CAPF 111 or CAPF 37E will
be used to transfer accountability of DoD funded cadet uniforms.

3) Expendable disposal file.  Disposal of expendable property will be recorded on a CAPF 37E.  A completed
copy, along with all support documentation, will be filed in this folder.

e. Unit requirements list.  The wing will maintain a current copy from each of its subordinate units.  Each list must
contain the federal stock class (FSC), description of items needed, quantity needed and charter number.  The consolidated
wing requirements list will be forwarded to the LO, CAP-USAF LR/LG, and the CAP region logistics officer.  See
attachment 5 for a sample consolidated wing requirements list.

f. Supply officer appointment folder.  A folder will be established for filing of the unit supply officer transfer of proper
responsibility  or unit Personnel Authorization (PA) listing the individual as supply (or logistics) officer.  The unit, group,
wing, and LO will establish a folder for each subordinate unit.

g. Real property survey file.  A folder will be established for filing of the unit real property survey.

h. Suspense file.  This file will contain all forms that have been forwarded for processing.  When action has been taken
and shown on the TR, an inventory, or report, the forms will be moved to the appropriate files (non-expendable property file,
vehicle file, real property file, etc.).

2-2. Region and Wing Support Files.
Mandatory files for each region and wing are:

a. Unit account files.  A separate file for each unit, that will includes a signed S-3 report.  Also a copy of all non-
expendable transactions (CAPF 37E) that effect the units inventory will be filed in this file.  This includes receipts, transfers,
updates, disposals and reports of survey.  (A folder for each category may be established.)  When property is transferred from
the wing account, a copy  of the CAPFs 37E will be filed in the wing's non-expendable property file. The suspense copy of
CAPFs 37E will  be destroyed when the items are added to or deleted from the S-3 report.

b.   Aircraft receipt folder.  A permanent folder will be established for each aircraft.  A copy of the original receiving
documentation will be maintained in the file for as long as the aircraft is assigned.  The CAPF 37A/DD Form 1348-1A will
be filed in the disposal folder when the aircraft is disposed of.  The LGM will maintain a current aircraft inventory report.
The LGM will maintain an aircraft record folder containing all pertinent information.
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c. Vehicle folders.

1) The LGT will maintain a current signed S-2, Vehicle Inventory Report.

2) The LGT will maintain a vehicle record folder IAW CAPR 77-1.

d. Real property folder will contain the S-6, Real Property Listing, with a current real property survey form, a copy of
any leases, licenses, support agreements and any other pertinent information.

e. Assignment of non-expendable serial numbers.  Each region and wing will establish procedures to assign and
permanently affix serial numbers to non-expendable items received without a serial number.  Any process may be used as
long as it prevents reuse of numbers and ensures assigned numbers are reflected on/affixed to property for as long as it is in
use by CAP.  A serial number log is a proven method of control.

f. Transaction register (TR) file.  (See attachment 4 for an sample TR.).  Requested changes on non-expendable
property are submitted on a CAPF 37E for input into the S-3 to the wing LGS.  The wing LGS is responsible for providing
the CAPF 37E to the wing LO.  The wing LO is responsible for entering the information into the database and running a TR
for the wing LGS at the end of every month. The wing LGS will distribute copies of the TR to all units affected by the
transactions.  The wing LGS will keep a copy of all TRs until the new S-3 report is run.

g. Expendable receipt file.  When expendable property is received at wing from DRMO, a copy of DD Form 1348-1A
(receiving documentation) will be placed in this file.

2-3. Optional Files.
These files become mandatory when indicated action takes place and will be maintained and updated until property is
returned to the control of the issuing authority.

a. Individual issue folder.  When an individual is issued non-expendable property, a separate folder will be established
for that individual's CAPFs 37E until property is returned.  See paragraph 3-7d for procedures to issue an individual non-
expendable equipment.

b. Loan of property folder.  Loan of property to DoD, state and local government agencies will be documented using
the same process as individual issues.

c.  Property repair file.  When property (expendable or non-expendable) is removed from the unit for repair, by
commercial or individual sources, a receipt will be obtained from the repairing activity reflecting serial number and/or
description of the item.  This receipt will be maintained until the property is returned to the unit.

2-4. LO Mandatory Files.
The LO office is required to keep the following files:

a. Completed and suspense file of DD Forms 1348-1A.

b. A signed copy of each unit's current S-3 report.

c. A copy of each TR with processed CAPF 37E attached until the new S-3 is signed each year.

d. Wing’s consolidated requirements list.

e. A copy of each CAPF 2a appointing supply officers for each unit and the wing LGS and/or copies of transfer of
responsibility letters.

f. Copy of survey audits and responses.

g. List of equipment assigned to the LO office.

h. List of equipment database in electronic or paper form every 90 days.

i. Copy of S-2, Vehicle Inventory Report.

j. Copy of S-5, Aircraft Inventory Listing.

k. Copy of S-6, Real Property Listing, and copies of real property surveys.

l. Copy of aircraft and vehicle inspections.

2-5. Records Disposition.
Disposition will be in accordance with CAPR 10-2.  All records will be maintained for current year and 3-year historical file.
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Chapter 3 - Property Accountability
3-1. Property Acquired by CAP.
Regardless of the source of acquisition, property will be receipted and accounted for using the procedures outlined in this
chapter.  All funds and/or property acquired by any unit of CAP in any manner and from whatever source shall be received in
the name of "Civil Air Patrol" and shall be administered and accounted for as prescribed by regulations.  (Reference Section
8, Unit Funds and Property Bylaws of CAP and Article XV, Funds and Property Constitution of CAP.)
3-2. Supply Officer Appointments.
All supply officer (unit or wing LGS) appointments and changes will be made IAW this regulation.

a. New appointments.  When a new unit is formed and/or there is no property to be transferred, supply officer
appointments are conducted by initiating a new unit PA.

b. Change of supply officer and transfer of property responsibility.  It is the unit commander's responsibility to appoint
a supply officer if the unit has property or not.  Since the unit commander may be the first to know when the current supply
officer will no longer be available, it is imperative a new supply officer be selected and the  transfer of property responsibility
be performed prior to the departure of the outgoing supply officer.  If the office is vacant, loss of property control can occur.
Prior to supply officers being changed as outlined in this regulation, a complete joint inventory will be accomplished.  Upon
completion, the unit will type at the bottom of the current S-3 report the “Transfer of Property Responsibility” statement and
each individual will sign accordingly along with the unit commander. See attachment 6 for an example of the statement.
Only those equipment items charged to their account and under their direct control will be inventoried.  The incoming  supply
officer must make sure all non-expendable items on the S-3 report are on hand or that action has been taken to clear the old
account of missing or misidentified items before taking charge of the new account.  If the outgoing supply officer is
unavailable, the wing commander or his designated representative will conduct the joint review. Copies of the S-3 with
transfer of property responsibility properly signed will be distributed to the following:

1) Individual relinquishing property responsibility.
2) Individual accepting property responsibility.

3) Commander of each of the above individuals.
4) Wing LG.
5) Wing LO.

3-3. Property Accountability Forms.
CAP units will use the following forms to account for all corporate property.  CAPFs can be ordered IAW CAPR 5-4 and can
also be obtained at http://www.capnhq.gov.

a. CAPF 38, Property Document Register. See attachment 2 for an example.  This form is the basic supply record used
to record all property transactions.  Each unit will maintain a property document register.

b. CAPF 111, Recap Sheet (expendable issues).  See attachment 7 for an example.  Used only to record expendable
issues to the immediate members of a unit.  CAPF 37E must be used to issue property to members of other units.

c. CAPF 37A, Shipping and Receiving Document for Aircraft.  See attachment 8 for an example.  This form will be
used to issue and transfer CAP aircraft.

d.  CAPF 37E, Shipping and Receiving Document for Equipment.  See attachment 9 for an example.  This form will be
used to record all non-expendable property transactions.  (The only exception is for the DD Form 1348-1A when receiving
from or turning in to DRMO.)

e. CAPF 37V, Shipping and Receiving Document for Vehicles and Trailers.  See attachment 10 for an example. This
form will be used to record vehicle transactions.

f. DD Form 1348-1A, Issue Release/Receipt Document.  See attachment 11 for an example.  This form is used to
withdraw or return property to DRMO.  Wing LGS will provide a completed copy of this form anytime property is
withdrawn or returned to DRMO.  The wing LGS can use this form alone to enter or delete an item into/from the S-3 at wing
level.  Type legibly.  Enter asset code, serial number, wing document number, and wing address in block 27.  Fields
completed in the sample are required.  The DD Form 1348-1A cannot be ordered from National Headquarters.  Contact the
wing LO or DRMO for assistance.

g.  DRMS Form 103, Screeners Tally Request to Freeze/Hold Excess/Surplus Property.  See attachment 12 for an
example.  This form is used when screening items at DRMO.
3-4. Property Document Register.
The unit supply officer or the unit commander will establish a CAPF 38 each year.  The forms primary use is to list non-
expendable property transactions and provide a document control number to be annotated on CAPFs 37 A/E/V.  All CAPFs
37A/E/V and DD Forms 1348-1A will be assigned document control numbers.  The form is kept as a historical record of the
unit's property transactions.  Document numbers will consist of the last 2 digits of the calendar year and the sequential
number of the transaction.  For more specific instructions, see attachment 2.  Only one document control register will be used
by each unit receiving/issuing property.  No exceptions are authorized.
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3-5. Unit Requirements List.
The unit supply officer will submit requests for property to the wing supply officer. See attachment 5 for an example. The
request will contain justification for non-expendable items.  The wing supply officer will attempt to satisfy the requirements
from wing resources.  If the material is not available, the wing supply officer may coordinate with the region and/or other
wings within his/her region to determine if assets are available for redistribution.  Communications equipment may be
available at NTC.  If not available from CAP resources, the equipment and/or supply requirements will be submitted to the
wing LO.  Normally the following conditions are required prior to approving DoD excess for CAP:

a. The CAP wing has submitted an annual list of requirements to the wing LO and CAP-USAF-LR/LG NLT 15 April.
This list may be supplemented at reasonable intervals throughout the year with proper justification.  Failure to submit a
requirements list indicates no equipment will be required for the year.

b. The wing is not frozen from receiving DoD excess property.

c. Items required have been located through the screening process.

d. Items are authorized for CAP, and the wing can effectively use the property in the performance of its mission.

3-6. Property Receipt Procedures.
a. DoD excess receipts.  This is referring to equipment received from DRMO.  The region/wing commander/supply

officer will receive property acquired from DoD excess.  He/she will complete and return all receipt/transaction documents
(two copies for expendable and three for non-expendable) to the liaison office within 30 days after receipt of property.  A
copy of the receipt documentation will be placed in either the expendable or non-expendable receipt file.  Region and wing
may use DD Form 1348-1A to document receipt of property.  Upon receipt, enter region/wing charter designation in “Ship to
Block,”  sign in block 14, record receipt document number in block 15, and serial number(s) in blocks U or X or it may be
continued on reverse side).  See attachment 11 for an example.  Disposal of unserviceable items will be accomplished using
procedures in chapter 4.

b. Appropriated fund purchases.  Items purchased by the National Headquarters program managers for the region or
wing will add the items to the inventory immediately after purchase.  The items may be added to the wing's inventory prior to
actual shipment to the designated region/wing.  A copy of the purchasing document and the TR where the items were added
to the inventory will be provided to the appropriate wing, LO, and HQ CAP-USAF/LGS.  In the document number of the
CAPF 37 E/V for items of this type, enter "DoD Funded" or "CD Funded".  Most items purchased at National Headquarters
are DoD funded.  Items purchased using counterdrug appropriated funds are called "CD Funded".  If the equipment is
shipped direct from the vendor, the individual who purchases the equipment will obtain from the vendor the serial numbers
and other necessary data to enter the equipment into the logistics equipment database. The CAPF 37 and transaction register
will be mailed to the LO prior to equipment shipment.

c. Commercially procured receipt.  When items are commercially procured, a CAPF 37E/V will be initiated by the unit
acquiring the property and accounted for the same as DoD excess property.  The commander will ensure the appropriate
expendability block is indicated and the word "Purchase" is entered in the document number block of the CAPF 37E/V.
Copies of the CAPF 37E/V will be forwarded to the wing supply/transportation officer, who will complete and forward one
copy  to the wing LO.

d. Donated receipts.  Approval authority to receive donated equipment, aircraft and vehicles is listed in CAPR 173-4.
Disposal authority of donated property is listed in CAPR 173-4.

1) The following pertains only to equipment donations:

a) For equipment donations, two copies of the certificate of donation will be provided to the supply officer to
establish accountability.  The word “Donation” will be entered in the FX number block and “Zero” in the unit price of the
CAPF 37E.  One copy of the donation certificate and one copy of the CAPF 37E will be forwarded to the LO for data entry.
The unit and wing supply officer will also maintain a copy of the donation certificate and CAPF 37E.

b) If the estimated value of the equipment donation is $5000 or more, the donor will complete an Internal
Revenue Services (IRS) Form 8283 instead of the CAP donation certificate.  If the donor does not complete an IRS Form
8283, the property cannot be accepted.  The region commander will sign the IRS Form 8283 and return the original to the
donor when the appraisal value is $10,000 or less.

c) If the estimated value of the equipment donation exceeds $10,000, the IRS Form 8283 will be forwarded to
NHQ CAP/EX for acknowledgement by the executive director.

d) Under no circumstances will any member of CAP place an estimated value on a donation.  The donor
establishes value.

e) For equipment donations, the region commander will approve all conditional donations in writing.

2) The following pertains only to aircraft donations:

a) Prior approval is required from NHQ CAP/EX prior to donation.  After approval, the wing commander may
accept aircraft donations.
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b) A donation certificate and bill of sale are required for all donated aircraft.  The executive director must
approve any conditional donation in writing.

c) A copy of the donation certificate signed in ink, a copy of the CAPF 37A, and a check in the amount of
$5.00 made out to the FAA will be forwarded to HQ CAP-USAF/LGM to register the aircraft.

d) If the estimated value of the donation is more than $5000 the donor will complete the IRS Form 8283 in
addition to the donation certificate.  If the donor does not complete the IRS Form 8283, the aircraft cannot be accepted.  The
EX will sign the IRS Form 8283 and return the original, along with a copy of the donation certificate, to the donor.  The
current Aircraft Bluebook Price Digest will be used to establish the actual value.

e) All expenses associated with the donated aircraft, i.e., maintenance, upgrades, hull, and liability insurance
will be the responsibility of the receiving wing.

f) Property donated to CAP valued at $5000 or more by the donor may not be sold, exchanged, or disposed of
without written permission of NHQ CAP/EX IAW CAPR 173-4, paragraph 9.

3) The following pertains only to vehicle donations:

a) Prior approval is required from NHQ CAP/EX prior to donation.

b) All vehicles added to the inventory, including donated vehicles, are to be approved by National
Headquarters prior to receipt of the vehicle.  A letter requesting receipt of a donated vehicle must be signed by the
wing/region commander, and forwarded through to the CAP LO, CAP-USAF LR/LG to HQ CAP USAF/LGT.  The request
must include the intended purpose of the vehicle, a complete description, mileage, and state if maintenance support is
requested.  Written approval/disapproval will be sent to the CAP LO from HQ CAP-USAF/LGT.  After approval, the
wing/region must send a CAPF 37V to HQ CAP-USAF/LGT.  A copy of the title and other supporting documentation from
donation must be attached to the CAPF 37V and submitted NLT 45 days after receipt of approval or the approval will be
rescinded.

c) Buses, water trailers, Humvees, 2 ½ ton (deuce and half) vehicles are NOT allowed in CAP vehicle
inventory fleet.

d) Property donated to CAP valued at $5000 or more by the donor may not be sold, exchanged, or disposed of
without written permission of NHQ CAP/EX IAW CAPR 173-4, paragraph 9.

e) If the estimated value of the vehicle donation is $5000 or more, the donor will complete an Internal
Revenue Services (IRS) Form 8283 instead of the CAP donation certificate.  If the donor does not complete an IRS Form
8283, the property cannot be accepted.  The region commander will sign the IRS Form 8283 and return the original to the
donor when the appraisal value is $10,000 or less.

e. Receipt of state owned property.  CAP may receive items purchased through the state.  When items are received
through and ownership remains with the state, they will be identified as state property.  Items will be accounted for on a state
inventory in lieu of the S-3 report.  If ownership passes to CAP, action will be taken to account for the property using
procedures for purchased items.

f. State Agency for Surplus Property (SASP).  CAP may receive items through the GSA/SASP donation program.  HQ
CAP-USAF/LGS will receive and utilize a copy of each invoice to ensure accountability is established/maintained by the
applicable region/wing.  Items received through the SASP will be received into the wing supply system utilizing CAPF 37E.
To identify property received through this program, enter “SASP” in the FX number block of the CAPF 37E.  In addition to
CAP requirements, each wing must comply with requirements of this program.

g. FOB.  Any non-expendable equipment  whose source cannot be determined will be added to the equipment database
using “FOB” in the document number field.  A reasonable search for the source of the item must be conducted prior to using
the FOB source.

3-7. Issue Procedures.
a. To determine if an item is expendable or non-expendable depends on several factors, such as cost, age, source, and

fair market value.  If an item’s is acquired from DRMO and cannot be consumed it is considered non-expendable.  Any item
whose acquisition cost is $5000 or more will be a non-expendable.  All communication and computer equipment will be non-
expendable throughout its useful life.  All other equipment that has a useful life of more than 1 year and has a fair market
value of more than $2,000 are considered non-expendable. In November of each year, HQ CAP-USAF/LGS will review the
equipment database to determine if items on the inventory are subject to removal. HQ CAP-USAF/LGS will coordinate with
the wing prior to removing items from the inventory.  Once these items are removed from the inventory they will be managed
as expendable items.

b. Expendable issues.  Unit commanders will develop and maintain an expendable issue procedure to allow control and
security of expendable property.
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c.   Non-expendable issues.

1) The issuing unit will:

a) Initiate a correct and complete CAPF 37A/E/V.

b) Use one copy as a suspense until the requested action has been completed.

c) Send original with property to the receiving unit.

2) The receiving unit will:

a) Complete the CAPF 37A/E/V by signing, dating, and assigning document number and retain one copy.

b) Return original of the CAPF 37A/E/V to the issuing unit.

3) Upon receipt of the completed CAPF 37A/E/V, the issuing unit will:

a) Destroy the suspense copy of the CAPF 37A/E/V.

b) Place the original copy in the receiving unit's file.

c) Make a copy and send to the wing liaison office.

4) The wing liaison office will:

a) Review the CAPF 37A/E/V for completeness, sign and date it.  If the CAPF 37A/E/V is in error or is not
complete, the wing LO will return the CAPF 37A/E/V with a letter, stating the problem. See attachment 13 for an example
letter.

b) Enter the information from the CAPF 37E into the CAP equipment database. The wing LO will provide a
copy of the TR to the wing LGS each month.   The wing LO will file another copy of the CAPF 37E in his/her completed
file. (CAPF 37A/V will be forwarded to HQ CAP-USAF/LGM  or LGT thru the LR/LG.)

d. Non-expendable issues to individuals.

1) The commander/deputy commander of the unit making the issue will approve issues to individuals in writing.
The approval will be the commander's/deputy commander's signature on the applicable CAPF 37A/E/V documenting the
issue.  Under no circumstances will issues be made to any individual who is not an assigned and active member of the unit.
See attachment 14 for an example.

2) Annual revalidation of non-expendable issues to individuals.  Between 1 Jan and 15 Apr each year, each
commander or vice commander, along with the individual who physically has custody of the items, will review and validate
all CAPFs 37A/E/V, regardless of what month the items were issued.  The commander’s signature and date on each, along
with the individual's signature and date, indicates that the individual is still assigned to the unit, a member in good standing
and actually has the property listed on the CAPF 37A/E/V.  See attachment 14.  If more than six-annual validations are
required, use the reverse side of the CAPF 37A/E/V.  Procedures must be established to recover property from individuals
who terminate membership in CAP or transfer to another unit.  The unit LG will recover this property.

3) These folders should be cross-checked with the inventory periodically to ensure the same item is not being
recorded as being issued to two individuals or missing.  Since one individual may have equipment issued at different times on
different CAPF 37E, it is very important to consolidate during annual validation all of the equipment to one CAPF 37E.
(This does not change the requirement to validate the CAPF 37E with commander and individual signatures.)

e. Equipment permanently installed elsewhere.  If equipment, such as a repeater, is permanently installed elsewhere,
the wing commander will sign the CAPF 37E in the “Receipt to Unit” block and state the physical location or address of the
equipment.  This form will be kept with the S-3 and validated each year to assure the property is still there.

3-8. Asset Code.
An asset code is a unique computer generated identification number assigned to an item.  The asset number stays with the
property for life and does not change even if the property is transferred from one wing to another.  Asset code numbers will
be generated after the item is entered into the national database.  The asset code assists in updating the database.  The asset
tag deters theft by identifying CAP property and makes it easier to inventory.  The property tag reads “Property of Civil Air
Patrol.”  The asset code will be written or typed in the blank space on the tag.  Asset code tags will be affixed to all non-
expendable property.  Asset code tags will be provided by the LOs and will be placed on all new property once it has been
entered into the database.  (LOs may obtain the asset code tags from the CAP-USAF LR/LG.)  Each year when the inventory
is performed, the tags should be verified and if necessary, replaced or added to equipment.  If possible, tags will be attached
to the equipment prior to shipment from National Headquarters.

3-9. Transfer of Property between CAP Wings/Units.
a. Non-expendable property may be transferred between wings with the mutual consent and approval of the commanders

concerned when a wing is not on suspension or "freeze."  A CAPF 37A/E/V will be initiated by the losing
supply/transportation/aircraft officer and completed by the gaining unit. Copies of all transfer documentation will be provided to
the wing supply/transportation/aircraft officer, who will ensure that two copies are forwarded to the LO.  The wing LO will:
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1) Review the CAPF 37A/E/V for completeness.  If the CAPF 37A/E/V is in error or is not complete, the wing LO
will return the CAPF 37A/E/V with a letter (attachment 13), stating the problem.

2) Enter the information from the CAPF 37E into the CAP equipment database. The wing LO will return one copy
of the CAPF 37E with the TR at the end of the month.  The wing LO will file the second copy of the CAPF 37E in the
completed file. (CAPF 37A/V will be forwarded thru the LR/LG to HQ CAP-USAF/LGM or LGT for entering the data into
the database.

b. The receiving unit will pay costs incurred from the transfer of property between CAP units.

c. The receiving wing will process the transfer between wings, sign the CAPF 37E and after processing return a copy
to the losing wing.

3-10. Property Turn-In from Unit to Wing.
When units have non-expendable/expendable property that exceeds their needs it will be transferred to the wing.  CAPFs
37E/V will be initiated by the unit making the turn-in and completed by the wing.  The wing will provide a completed copy
of the CAPF 37E/V to the unit.   The wing will provide a copy of the CAPF 37E to the LO for processing.  The LO will
coordinate and forward copy of CAPF 37V to LR/LG and HQ CAP-USAF/LGT for processing.
3-11. Unit Deactivations.
It is the wing commander’s responsibility to reclaim all corporate property from deactivated units.  It is the wing logistics
officer’s responsibility to recover all corporate property for the wing commander.

a. Upon notification of a unit being deactivated, the wing commander or wing administrative officer will immediately
notify the wing logistics officer so recovery of any expendable or non-expendable property can be accomplished within 30
days.

b. Property recovered will be stored or offered to other units to fill existing requirements.  Should no need exist for the
property, action will be taken to dispose of it in accordance with procedures outlined in chapter 4.

c. The unit folder of the deactivated unit will be annotated as "Deactivated" and retained as a permanent part of the
current records.  Historical files will be retained for 3 years then destroyed.

d. If all property was returned to the wing, a letter to the wing LO will be justification to process a mass transfer back
to the wing.  See attachment 15.  Otherwise a CAPF 37E will be required for individual items.  The wing LGS will annotate
on the unit's S-3 the action taken on each piece of property. For example, return to wing inventory, transfer, report of survey
pending, etc.  If all efforts fail to recover the property, the wing commander will initiate a report of survey to account for the
missing equipment.

3-12. Annual Inventory (S-3 Report).
Proper management and control of any corporation requires periodic inventories of its assets.  To ensure such management
and control exists within CAP and provide a consolidated record and quick reference of corporate property, an inventory of
non-expendable property will be performed by each CAP unit between 1 Jan and 15 Apr of each year.  The following
procedures will apply:

a. Annually, the CAP-USAF LR/LG will print (as of 1 Jan) and forward to the wing four copies of the S-3 report.  The
CAP-USAF LR/LG will also print the S-3 for the CAP region to complete.  This must be the copy signed and returned to the
CAP-USAF LR/LG.  To maintain inventory integrity, no other listing can be substituted.

b. Each region/wing will inventory, validate and forward the original signed S-3 report to their respective wing LO.
The LO will keep a copy of the S-3 and the attachments.  The LO will make the necessary inventory adjustments and forward
the original to the CAP-USAF LR/LG.

c. Each wing LGS will keep one copy of the inventory for each unit in suspense until a signed copy is received from
each unit.  The wing LGS will send the other three copies to their units for inventory, validation and signature by the unit
commander or supply officer.  The wing commander and wing LGS will not sign unit inventories in lieu of unit personnel
unless they have property listed within their immediate control and action is being taken to transfer property back to the wing
account.  This is necessary to make sure individuals signing the report can be held accountable for property reflected on the
S-3 report.  Any unit who fails to turn in a signed inventory is not showing proper management and control of corporate
assets.  The wing commander must take immediate action to retrieve the equipment from the unit and distribute the assets in a
similar fashion as to when a unit deactivates.

d. After the unit commander/supply officer validates and signs the S-3 report, he/she will retain one signed copy and
return two signed copies to the wing LGS.

e. The wing LGS will validate each unit's report against its records and the database.  If the records agree, a copy of the
S-3 report is filed in the "Unit Non-Expendable File."  If the records do not agree, a copy of a CAPF 37E documenting the
correcting action will be attached to the S-3 report and then filed in the "Unit Non-Expendable File."  Only complete S-3
reports are forwarded to the LO.  A report is not complete unless all deletes, additions, and transfers are supported by an
accurately prepared CAPF 37E.  Only the most current signed S-3 report will be maintained in the active file.  The old S-3
reports will be removed from the active file and maintained for 2 years then destroyed.
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f. After all unit S-3 reports are completed and received at the wing and validated, the complete package, to include
CAPFs 37E, will be sent to the wing LO.  The inventory must be complete and arrive at the wing LO by 15 Apr.  The wing
LGS will monitor his/her copy of the S-3 and CAPFs 37E to make sure all suspense items are processed.  The wing LO will
review the wing inventory package for completeness.  The LO will process CAPFs 37E that require action.  When processed,
the wing LO will file the CAPFs 37E and S-3 report in the "Unit Folder". The LO will forward a copy of the S-3 report and
the CAPFs 37E to the CAP-USAF LR/LG.

Chapter 4 - Disposal of Excess Property
4-1. Redistribution of Serviceable or Economically Reparable Excess Property.

a. Group/squadron level action.  Property no longer required will be reported to wing headquarters for possible
redistribution.  The report will include noun, quantity, serial number (if applicable), condition of property, repairs needed if
applicable, and estimated cost of repairs.

b. Wing level action.  Redistribute the property to other groups or squadrons within the wing as needed.  Report
property to CAP REGION/LG if not distributed within the wing.

c. Region level action.  CAP REGION/LG will poll their wings to determine if a requirement exist.  If not, he/she will
poll other CAP REGION/LGs to determine if a requirement exists nationwide.  If no requirement exists, the equipment will
be disposed of in accordance with CAP disposal procedures.

d. Costs of redistribution.  The receiving unit will pay the cost to ship excess property.

e. Wings or units who are on suspension or "freeze" will not receive redistributed property.

4-2. Methods of Disposal.
Disposition of all property (expendable and non-expendable) will be documented on a CAPF 37E/V or DD Form 1348-1a as
required in paragraph 4-4.  Methods of disposal are:

a. Sale.  The sealed bid sale method is required.  See paragraph 4-6a.

b. Auction. Conducted as outlined in paragraph 4-6b.

c. Donation to nonprofit organizations, i.e., orphanages, trade schools, scouts, civil organizations, churches, etc.  (This
does not apply to DoD funded/DRMO vehicles.)

d. Sell for scrap or use of landfills.  Landfill use must have both wing liaison office and liaison region approval.  See
paragraph 4-6c.  Also, compliance with local laws governing use of such facilities is mandatory and property must be of no
discernible value.

e. Return to DRMO.  See paragraph 4-4.

f. Trade.  See paragraph 4-6c.

4-3. Disposal of Property.
Disposition of all property is based on the source of the funds which purchased the item. Look in the CAPWATCH database
for  equipment to find the item.  Check the column titled "FX Number" to determine the source of an item.  If it is unknown
“FOB” (found on base) where the item came from, return the item to DRMO.

a. DoD excess receipts.  All non-expendable property received from DRMO will be returned to DRMO.  A written
waiver to dispose of this property by any other means requires coordination through the wing LO and CAP-USAF LR/CC
and HQ CAP-USAF/CC approval.

b. Appropriated funded items. All non-expendable property received from these sources will be returned to DRMO.   A
written waiver to dispose of this property by any other means requires coordination through the wing LO and CAP-USAF
LR/CC and HQ CAP-USAF/CC approval.

c. Waiver.  The waiver request should include appropriate reasons for not returning property to DRMO.  Justification
for a waiver request could be distance from DRMO (greater than 150 miles or 3 hour travel time one way), condition of items
are not useable and quantity/dollar value of items.  The waiver should include these items as a minimum: type of property,
federal stock class, reason for disposal (in detail), proposed disposal method, location of the nearest DRMO, distance in
ground miles to the DRMO, estimated value of the property and estimated cost to transport the item to DRMO.  See
attachment 16.

d. State owned property.  CAP must follow the guidelines of the state regarding proper disposal procedures.

e. State Agency for Surplus Property (SASP).  CAP must comply with requirements regarding disposal procedures.

4-4. To Return Property to DRMO.
a. The wing LGS must initiate a legible DD Form 1348-1A as outlined at attachment 17 and forward to the wing LO.

(Note:  To correctly delete the item from the database, the DD Form 1348-1A must include the asset code and serial number
as well as other standard information.) The LO will contact the CAP-USAF LR/LG for the FX turn-in document number.
CAP regions/wings are responsible for the transportation of property to DRMOs and all costs incurred.  If feasible, the LO
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will accomplish the turn-in to DRMO.  After the region/wing delivers the property and DD Form 1348-1A to the DRMO, the
LO will give a completed, signed copy to the wing LGS.  The LO will delete the items from the database and file the DD
Forms 1348-1A in the LO's “Completed File.”

b. If the wing LGS cannot return the items to DRMO, he/she must initiate a written waiver request as stated in
paragraph 4-3.  If approved, the wing LGS will dispose of the items as directed.  The wing LGS will sign the disposal CAPF
37E and forward it to the wing LO for  deletion from the database. (Disposal CAP Form 37V must be coordinated through
the wing commander, wing LO, LR/LG, and HQ CAP-USAF/LGT for action.) The LO will sign the disposal  CAPF 37E,
give a copy to the wing LGS, and file a copy in the completed file.  When possible, the LO will inspect the property prior to
disposal. Property in remote areas of the wing does not require physical inspection.  Therefore, CAPF 37E should contain
enough detail to justify disposition instructions.  See example disposal CAPF 37E at attachment 18.

c. Unit supply officers must coordinate the turn-in of equipment to DRMO or through the wing LG.

4-5. Disposal of Commercially Procured Property and Donated Property.
Disposal of commercially procured property and donated property does not require LO approval and does not require turn-in
to DRMO.    All other procedures apply.  Also, an IRS Form 8282 is completed when disposing of donated property within 2
years of the original donation date and its appraisal value exceeded $5,000 when acquired.  IRS Form 8282 is forwarded to
NHQ CAP/FM through the LO within 60 days of disposal action.  NHQ CAP/FM will make copies for forwarding to the
IRS, HQ CAP-USAF/LGM, and the donor.  This must be done within 90 days of the disposal date.  Process aircraft in
accordance with CAPR 67-4.
4-6. Sales/Auction Procedures.
All property to be sold will be sold by either sealed bid or auction sale.  Auction over the Internet is permitted.  Property will
not be declared scrap just to circumvent the sealed bid or auction methods.  All sealed bid and auction sales will have an
advertisement placed in a local publication(s) (cost of the advertisement versus expected proceeds should be the prime
consideration).  Units may also mail invitations for bid (IFB) to prospective buyers.

a. Sealed bid sale.

1) The advertisement and IFB (if used) will contain:

a) Enough information for buyers to submit a realistic bid.

b) A statement that all property is sold in “As Is” condition with no representation or warranty as to the
property’s condition.

c) An opening date for all bids and a bid closing date.

d) A statement that CAP has the right to refuse any or all bids.

e) Advise bidders they are welcome to attend the bid opening.

2) Other procedures:

a) Ensure all items that are not to be sold are removed/exchanged before a bidder's inspection.

b) Determine a minimum bid for the item.

c) Safeguard received bids to prevent unauthorized access.

d) Accomplish a disposal CAPF 37A/E/V as outlined at attachment 18.

b. Auction sale.  Auction sales should be conducted by a commercial auctioneer or at an auction house at regular
scheduled auctions open to the public.  A record of the auction sale (date, location, and name of successful bidder) will be
annotated on the CAPF 37A/E/V as outlined at attachment 18.

c. Other sales action.  When it is not economical to dispose of non-expendable property using the sealed bid/auction
method, wings may request to sell items(s) as scrap or disposal at a landfill.  If property is from DoD (either DRMO,
appropriated funds, or DoD excess), HQ CAP-USAF/CC must approve the request.  If property is not from these sources, the
CAP wing/region commander must approve the request.

d. Who may not bid on CAP sales?  Corporate policy prohibits any member or corporate employee from bidding on,
purchasing or otherwise acquiring property.  Also, LOs, AF active duty and civil service employees may not acquire CAP
property by any method.

4-7. Processing Proceeds from Sale of Property.
a. Proceeds from each sale of property (regardless of acquisition source) will be in the form of a cashier's check or

money order made payable to applicable wing or region.

b. Proceeds from the sale of vehicles, computers or communications equipment from DoD (either DRMO,
appropriated funds, or DoD excess) will be mailed to HQ CAP-USAF/LG.  These funds will be deposited into the CAP
Support Program (CSP) account. HQ CAP-USAF/LG will forward the funds to NHQ CAP/FM for deposit.  The following
items will be forwarded through the LO to the LR/LG to HQ CAP-USAF/LG:

1) A check for the amount of the proceeds.  (The wing may deduct advertising cost from the proceeds.)
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2) A copy of the CAPF 37 A/E/V disposing of the property.  The CAPF 37 A/E/V will include name and address
of the buyer and the amount of money derived from the sale.  Ensure vehicle CAPFs 37 include all data in order to remove
the vehicle from the S-2 report.

3) A copy of the letter that authorized disposal.

4) A copy of the advertisements and IFBs, if applicable.

5) A copy of all bids received.

6) Original IRS Form 8282 when the appraised value  was over $5,000 and acquired within 2 years of the disposal
action.

4-8. Lost, Stolen, Damaged, or Destroyed Property.
a. Individuals who, through their negligence, allow corporate property to become lost, stolen, damaged or destroyed

may be liable to Civil Air Patrol for the fair market value of the item, or its cost to repair, whichever is less.  Payment need
not be made if the member involved replaces or repairs the item to the satisfaction of the wing or subordinate unit
commander.  When replacement or repair of the item has been authorized, the individual must initiate such action within 10
days or make appropriate arrangements with the  approving authority.  If a member fails to do so, the approving authority
will take appropriate administrative action.  Any funds recovered as a result of the aforementioned action (in excess of repair
costs) will be processed in accordance with paragraph 4-7.

b. A report of survey is initiated immediately after the loss, damage or destruction is discovered.  It is of the utmost
importance that reports of survey be initiated and processed while the facts are clear in the minds of the individuals
concerned and while these facts are still available.  If the investigation and report of survey are not initiated within 30 days
when the loss or damage is discovered, the appointing official must provide the reason for the delay and the estimated date
the report will be initiated, but not later than 90 days.

c. Upon discovery that an item is missing, the unit commander will report this fact to the wing commander and request
the appointment of someone to conduct an investigation.  This appointment will be a memorandum style letter.  See
attachment 19.

d. The wing commander will appoint an officer or team (the LO can fulfill this requirement if available and willing) to
conduct an investigation into the circumstances of the loss, and to recommend appropriate action. The investigator must be of
equal rank and position of the person being investigated.  If possible the investigator must not be a member of the unit where
the loss occurred.  This assignment restriction is intended to avoid any conflict of interest tainting the investigation.

e. The investigating officer/team is responsible for determining facts and circumstances surrounding the loss or damage
so that persons reviewing the report of survey will readily understand the nature of the loss and how it occurred.  The
investigating officer will, based on findings, determine if the person is responsible for the loss or damage, prepare
recommendation of negligence or non-negligence and, if applicable, determine the amount of the pecuniary liability.

f. The investigating officer/team will gather facts about the loss through interviews, police reports, and by any other
means common sense may dictate.  Efforts will be documented and a recommendation developed for the appropriate
disposition of the loss.  This report must address who, what, where, when, why and the corrective action taken to
prevent recurrence.  Any copies of police/fire reports and other supporting documentation will be attached and forwarded
for review.  For the report to be final, the wing or region commander must review it.  See attachment 20 for investigative
report format.  The region/wing commander must notify the CAP member of any approved findings of pecuniary liability by
mail.  For DoD excess or appropriated funded items, this report will be provided to the appropriate wing LGS to accompany
the report of survey CAPF 37E to the wing LO, CAP-USAF LR/CC.  For commercially procured items, and donated items,
this report will be submitted to the wing commander for approval and the wing LGS for action.  The wing LGS will forward
the report of survey CAPF 37E to the wing LO.

g. If approved the report of survey CAPF 37E will be forwarded to the LO for adjustment to the logistics  equipment
database.  The LO will keep a copy of the CAPF 37E and provide a copy to the wing LGS.  The wing and unit LGs will
establish and maintain a file of reports of survey (for 3 years) to assess each unit's ability to safeguard property.

h. CAP members who feel the imposition of pecuniary liability is unjust or unfair may appeal to the region commander
or National Commander, if necessary.  Such appeals must be submitted within 90 days after the region/wing commander’s
approval and will be limited to a review of the investigation report and any other documents the member may submit.

i. In performing reports of survey, the primary issue, after determining pecuniary liability, is to  find out how property
became lost and prevent it from happening in the future.
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Chapter 5 - Other Supply Procedures
5-1. Visits to Defense Reutilization and Marketing Offices (DRMO).
Liaison office staff and reservists may be authorized by the CAP-USAF LR/CC to screen, freeze, and pick up DoD excess
property at disposal facilities within their region.  Any additional screeners require CAP-USAF LR/CC approval.

a. If additional screeners are desired, the wing commander will submit a written request to the wing LO for individuals
to perform this function.  Liaison personnel will indorse the request with their evaluation to the LR/CC for written approval.
These requests will be reviewed and re-accomplished annually during January.

b. CAP individuals acting in this capacity should wear a CAP uniform.  They must possess a current CAP membership
card and identify their appropriate DoD Activity Address Code (DODAAC) prior to visiting the DRMO.  Contact the LO if
problems are encountered.

c. The DRMS Form 103, Screeners Tally Request to Freeze/Hold Excess/Surplus Property, will be completed when
screening at DRMO.  See example DRMS Form 103 at attachment 12.  A copy of this form will be provided to the CAP-
USAF LR/LG when screening is completed.

5-2. Vehicles.
a. S-2, Vehicle Inventory Report, is maintained by HQ CAP-USAF/LGT and distributed annually on or about 15

August.  The report reflects the CAP vehicle inventory as of 31 July of each year. CAPF 37V/DD Form 1348-1A will be
completed in accordance with CAPR 77-1.  Roadworthy vehicles and trailers (does not include stationary, glider or storage
trailers) will be listed on the S-2 report.

b. Vehicles will NOT be screened from DRMO (DoD excess) for parts.  Vehicles will not be cannibalized (stripped for
parts) prior to turn-in  to the DRMO.

c. Vehicles from DoD funded or DRMO on the inventory that become uneconomically reparable will be returned to
DRMO.  Waivers for disposition other than DRMO must be provided in writing with complete justification through the LO and
LR/LG to HQ CAP-USAF/LGT for approval.  See CAPR 77-1 for disposal procedures for CAP purchased or donated vehicles.

d. HQ CAP-USAF/LGT must approve all vehicles (from DRMO, donated vehicles or state/CAP purchases) prior to
receipt.  Vehicles that may be approved are 7/15 passenger vans or 4X4s (equivalent to Bronco, Blazer, Expedition). The
request for these vehicles should include the intended purpose of the vehicle/trailer, a complete description, mileage and state
if maintenance support is requested.  Buses, water trailers, Humvees, 2 1/2 ton (deuce and half) vehicles are NOT allowed in
CAP vehicle inventory fleet.

e. If approved to screen or receive a vehicle from any source, the wing will have 30 days to screen or receive the
vehicle and forward a CAPF 37V, in turn, to the wing LO, LR/LG, and HQ CAP-USAF/LGT or the approval will be
rescinded.

f. Upon approval from HQ CAP-USAF/LGT to sell a vehicle in lieu of returning to DRMO, the wing will have 60
days to sell the vehicle and send in all supporting documentation to HQ CAP-USAF/LGT with a copy to the wing LO and
LR/LG or the approval will be rescinded and the vehicle will be returned to DRMO at the wing expense.  The wing will
include the check with supporting documentation.  The wing may deduct the advertising cost from the proceeds.

g. A vehicle is not removed from the inventory until the vehicle is turned into DRMO and the CAPF 37V/DD Form
1348-1A is completed and received by HQ CAP-USAF/LGT.

h. Vehicle maintenance reimbursement is accomplished in accordance with CAPR 77-1.  Vehicle Self Insurance (VSI)
program is accomplished in accordance with CAPR 900-7.

i. Information about who may be authorized to drive vehicles can be found in CAPR 77-1.

j. Vehicles will be inspected in accordance with CAPF 73, Operator's Vehicle Inspection Checklist.

5-3. Aircraft.
A CAPF 37A will be on file in the “aircraft receipt” folder for each aircraft contained on the S-5, Aircraft Inventory/Status
Report.  Each aircraft will be issued in accordance with non-expendable issue procedures to the unit of assignment.  The
CAPF 37A will contain information to properly identify the aircraft to include: make, model, registration number, serial
number, instruments, radios,  navigation equipment, etc.  Specific guidance concerning the acquisition, control, and disposal
of corporate aircraft is contained in CAPR 67-4.  Equipment hardwired into the aircraft will not be placed on the S-3 report.
Instead these items will be listed on the aircraft CAPF 37A.  See attachment 8 for an example.  The aircraft program manager
will manage glider trailers.  Aircraft will be inspected in accordance with CAPF 71, CAP Aircraft Inspection Checklist as
required in CAPR 66-1.  See example at attachment 21.
5-4. Firearms.
CAP personnel will not acquire any weapon to include a starter gun that will, or can be made to, fire a projectile or explosive.
Deactivated firearms will be listed on the S-3 report and are considered non-expendable.  Facsimile firearms, such as parade
rifles made from hard rubber or wood, will be considered expendable property.
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5-5. Buildings, Shelters, Mobile Homes, Stationary Trailers, and Containers.
Any storage areas that are permanently positioned will be managed by the real property program and will be listed on the S-6
Report, not the S-3.  Any storage areas that may be mobile will be managed by the vehicle program and will be on the S-2
report, not the S-3.  The aircraft program manager will manage glider trailers.
5-6. Survey Audit Procedures.

a. At least annually, the CAP-USAF LR/LG conducts a survey audit of supply records, reviews supply operating
procedures, vehicles, and aircraft at each CAP region, wing, and at least two subordinate units.  The CAP-USAF LR/CC may
schedule more frequent visits, if required.  Annually, prior to 15 Feb, the wing LO and wing LG will schedule dates with the
CAP-USAF LR/LG for the survey audits.

b. Each Survey Audit must be thorough and complete.  In order to review files, storage areas, equipment, aircraft, and
vehicles, the liaison office (or a reservist the LO designates) in addition to knowledgeable CAP personnel (with access)
should be available during the survey/audit.  For example, the supply officer must be prepared to show every piece of
communication or computer equipment, or the appropriate documentation, if necessary.  Failure for the survey audit to be
completed due to lack of CAP property (equipment, vehicles, aircraft), files or personnel being available will be rationale for
a rating of unsatisfactory for the wing.  There will be no incomplete ratings.

c. The wing LO will coordinate date, time, and location for CAP personnel (wing and units) to meet with the CAP-
USAF LR/LG. Prior to the CAP-USAF LR/LG visit, the wing LO (or a designated reservist) will check the wing (and units,
if possible) to determine if any discrepancies exist.  This will be identified in writing to the wing commander and the CAP-
USAF LR/LG at least 30 days prior to the survey audit.  The purpose of this report is to ensure the wing commander and the
CAP-USAF LR/LG have a general idea as to the status of the logistics program prior to the visit.  The LO is not to "do all the
work" for the survey audit, but should provide reasonable training and assistance as needed to the logistics staff.  The wing
LO equipment and logistics files will be reviewed and evaluated by the LR/LG.

d. The wing commander will make different units and vehicles/aircraft available each year so as many corporate assets
can be inspected as possible.  The wing commander must review the wing LO's written submission of discrepancies or
problem areas.  Action must be taken to resolve these problems prior to the audit, to the extent time and circumstances allow.
The wing commander will provide personnel to accompany the LR/LG who have the necessary expertise to answer questions
concerning aircraft, vehicles, all equipment and associated files and practices.

e. See Attachment 22, Survey/Audit Guide and Format; Attachment 23, Wing Survey Audit Checklist; and Attachment
24, Unit Survey Audit Checklist.  The checklists are not all-inclusive and should be used only as a guide.

5-7. “Freeze” or Suspension of Wing.
A CAP wing will be placed on freeze when CAP-USAF determines the wing has inadequate controls over its resources.

a. Some examples of poor management are:

1) Improper or inadequate maintenance of accountability records.

2) Inadequate storage facilities and/or serious deterioration of property in storage.

3) Abandonment of property.

4) Accountable supply officer not assigned.

5) Transfer of property responsibility not effected upon change of supply officers.

6) Misuse of CAP property

7) Noncompliance with CAP directives.

8) Unauthorized sale of CAP excess property previously acquired from DoD excess.

9) Late submission of logistics reports.

b. There are three levels of freeze actions.

1) Level-One Freeze.  Imposed on a wing with the approval of the respective CAP-USAF liaison region
commander or CAP-USAF commander, generally (but not exclusively) as a result of findings from an IG inspection, survey
audit, or staff assistance visit (SAV) which concluded with a “Marginal” or “Unsatisfactory” rating.  The level-one freeze
will stop acquisition and shipment of all equipment/supplies from DRMO and the communication program , including NTC
until appropriate corrective action is accomplished.

2) Level-Two Freeze.  Imposed on a wing by the respective liaison region commander or CAP-USAF commander
generally (but not exclusively)  when a CAP wing fails to take the appropriate action in a reasonable amount of time to
correct the condition leading to a level- one  freeze.  May also be imposed when the findings of an IG inspection, survey
audit, or SAV are deemed “Unsatisfactory” and warranting immediate implementation of a level-two freeze.  The freeze will
in addition to the DRMO and NTC restrictions cited above, stop the wing from gaining the use of newly acquired vehicles,
aircraft, or any communication/computer equipment and stop the installation of new equipment for up-grades to aircraft.
This also freezes the wing from equipment purchased through the counterdrug program. New vehicles or aircraft destined for
the wing in question will be assigned to a different wing by the CAP region commander until the freeze is lifted.
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3) Level-Three Freeze.  Can be imposed by the CAP-USAF commander when a CAP wing fails to take corrective
action in a reasonable amount of time on the conditions leading to a level-two freeze.  This freeze will, in addition to the
restrictions cited above, be a total freeze of new or used equipment, aircraft, and vehicles.  Reimbursement for vehicle or
aircraft repairs and denial of Air Force mission status will be at the discretion of the CAP-USAF commander.  In addition,
the CAP-USAF commander may recommend, through the CAP executive director to the appropriate authority, removal of
the wing commander.

5-8. Suspense Dates.
1 Jan - Annually a new property document register should be started.
1 Jan - Wing commander initiates letter providing list of DRMO screeners.
1 Jan - LO forwards the wing commander DRMO screening list to CAP-USAF LR/LG.
1 Jan - CAP-USAF LR/LG prints new S-3 each year
1 Jan - Wing request property tags from the wing LO
1 Jan &15 Apr - Annual revalidation of individual issued equipment will be completed.
1 Jan &15 Apr - Wing requirement list is due to LO and LR/LG.
1 Apr - S-3 reports are to be completed and forwarded to the wing LO.
15 Apr -S-3 reports are to be forwarded to the CAP-USAF LR/LG.
15 Aug -S-2 report is distributed.
•Completed copy of DD Form 1348-1A to LR/LG is due 30 days after receipt or turn-in of property.
•Completed CAPF 37 (and all supporting documentation)  is due to HQ CAP-USAF/LGT (through the LO and LR/LG) 30
days after approval to screen a vehicle is given.
•Completed CAPF 37 (and all supporting documentation) is due to HQ CAP-USAF/LGT 30 days after approval to sell a
vehicle is given.
•End of each month–LO runs TR for the wing LGS.
•Immediately–Equipment is missing–wing commander appoints investigating official.

5-9. CAPWATCH Database.
a. The official CAP equipment database is maintained at NHQ. The S-3 report sent to the field is generated from this

database.

b. Read-only download capability for equipment and other data is available at http://www.capnhq.gov through the “e-
business” or “Member Services” buttons. The CAPWATCH database download requires MS Access to use. Directions for
download and use are also available on-line.

5-10. Logistics Equipment Program.
a. LOs or other approved equipment custodians are responsible for making changes to the equipment database.

b. Web based access of the equipment database will be available for authorized users at http://www.capnhq.gov. An
on-line training guide for use of this program will be available. Users must have a user i.d. and password to access this
program.  Authorized users are the only persons able to add/change/delete database items.

c. HQ CAP-USAF/LGS is responsible for issuing user i.d.s and passwords.

d. Maximum use of automatic e-mail notification and periodic reports will be made to alert custodians and other
interested parties of equipment database changes.

e. CAP-USAF LR/LGs are responsible for generating the S-3 reports for signatures.

5-11. Cadet Uniform Program.
Funded through appropriated funds, the cadet uniform  program attempts to purchase a short sleeve blue shirt, blue trousers
(or skirt), low quarter shoes, hat, belt and buckle for all new cadets.  Due to funding constraints every cadet may not receive a
free uniform.   Program implementation and distribution depends on the amount of funds available each year.  HQ CAP-
USAF/LGS provides advice and oversight of this program.
5-12. Training.
It is every person's job, both Air Force and CAP, from National Headquarters to the unit supply officer, to train others about
equipment accountability and responsibility.
5-13. LO Logistics Responsibilities.

a. The LO will create a list of all equipment assigned for LO use; sign and date this list each January.  A copy of this
listing will be mailed to the CAP-USAF LR/LG.

b. In the event, the LO no longer needs equipment that has been assigned, the LO will initiate the appropriate “receipt”
CAPF 37E to transfer the property from the liaison office to the wing (if the wing is not on freeze).

c. From time to time, it will be necessary for the LO to assist in tracking suspense actions, gathering information and
reporting back to HQ CAP-USAF.  This is normally for short-notice actions for information not normally maintained at the
National Headquarters.  The LO is not required “to do the work for the wing”, but to report the wing’s status, i.e., completed
actions.
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d. Each year, the LO, while planning unit visits, should develop a plan by which every aircraft and vehicle are
inspected and a copy of the inspection provided to the CAP-USAF LR/CC.  If necessary, the LO may require a reservist to
perform the inspection.  If possible, during unit visits, a random check of the equipment inventory should be performed.

5-14. CAP REGION/LG Responsibilities.
a. Maintain all applicable files as described in chapter 2.

b. Coordinate all correspondence and forms through the CAP-USAF LR/LG.  This includes requesting FX numbers for
withdrawal/turn-in of DoD excess property.

c. Keep copies of the wing headquarters’ Supply Officer 2a and a copy of each wings’ consolidated requirements list.

d. Conduct at least one logistics conference each year or as often as needed to keep wing staff proficient.

e. Should have experience as a wing logistics officer or have been on wing LG staff.

f. Assisting and advising the CAP region commander in all logistics matters, including reporting the status of the
wings’ logistics programs in his/her region.
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Attachment 1 −− List of FSCs that may be screened from DRMO

FSC Category
1005 PARADE RIFLES
1510 AIRCRAFT, FIXED WING (including sailplanes and hot air

balloons)
1560 AIRFRAME STRUCTURAL COMPONENTS
1600 AIRCRAFT COMPONENTS (except classes 1615/1660)
1730 AIRCRAFT GROUND SERVICING EQPT
2300 MOTOR VEHICLES (except classes 2340/2350 and M-151

Series Vehicles)
2500 VEHICLE EQUIPMENT COMPONENTS
2600 TIRES AND TUBES (except class 2630)
2805 GAS RECIPROCATING ENGINES (NOT AIRCRAFT )
2810 GAS RECIPROCATING ENGINES (AIRCRAFT)
2900 ENGINES ACCESSORIES (except class 2950)
3030 BELTING, DRIVE BELTS, FAN BELTS, AND ACCESSORIES
3413 DRILLING MACHINES (bench type only)
3419 MISC.MACHINE TOOLS
3431 ELECTRIC ARC WELDING EQUIPMENT
3439 GAS WELDING, HEAT CUTTING, AND METALIZING

EQUIPMENT
3441 BENDING AND FORMING MACHINES (tubes and pipe

benders only)
3610 PRINTING, COPIERS, PRESSES, AND BOOKBINDING

EQPT
3695 CHAIN SAWS
3750 LAWN MOWERS, GARDEN TOOLS, SNOW BLOWERS
3920 MATERIAL HANDLING EQPT, NON PROPELLED
4000 ROPE, CABLE, CHAINS, AND FITTINGS
4100 REFRIGERATORS AND AIR CONDITIONERS
4200 FIRE FIGHTING, RESCUE AND SAFETY EQUIPMENT
4310 COMPRESSORS AND PUMP
4510 PLUMBING FIXTURES
4520 HEATING EQUIPMENT
4700 PIPE, TUBING, HOSE AND FITTINGS
4910 VEHICLE MAINTENANCE EQPT
4930 LUBRICATION AND FUEL DISPENSING EQPT
4940 MIS REPAIR SHOP EQPT
5100 HAND TOOLS
5200 MEASURING DEVICES (GAUGES)
5300 HARDWARE AND ABRASIVES
5410 PREFABRICATED AND PORTABLE BUILDINGS
5440 SCAFFOLDING EQPT
5500 LUMBER MILLWORK AND PLYWOOD
5805 TELEPHONE AND TELEGRAPH EQUIPMENT
5815 TELETYPE AND FAX EQUIPTMENT
5820 COMMUNICATION EQUIPMENT
5821 RADIO COMMUNICATION EQPT AIRBORNE ONLY
5826 RADIO NAVIGATION EQUIPMENT AIRBORNE ONLY
5830 INTERCOMMUNICATIONS AND PUBLIC ADDRESS

SYSTEMS (NOT AIRBORNE)
5895 MISCELLANEOUS RADIO EQUIPMENT

5900 ELECTRICAL AND ELECTRONIC COMPONENTS
6100 ELECTRIC WIRE, POWER, AND DISTRIBUTION

EQPT
6200 LIGHT FIXTURES AND LAMPS
6350 MISCELLANEOUS ALARM SYSTEMS
6605 NAVIGATIONAL INSTRUMENTS
6610 FLIGHT INSTRUMENTS
6620 ENGINE INSTRUMENTS
6625 ELECTRICAL AND ELECTRICAL PROPERTIES

MEASURING AND TEST EQPT
6645 WATCHES, CLOCKS
6650 BINOCULARS AND TELESCOPES
6665 HAZARD DETECTING INSTRUMENTS AND

APPARATUS
6675 DRAFT AND SURVEY INSTRUMENTS
6720 CAMERAS, STILL PICTURES
6730 PHOTOGRAPHIC PROJECTION EQUIPMENT
6750 PHOTOGRAPHIC SUPPLIES
6760 PHOTOGRAPHIC EQPT AND ACCESSORIES
6840 INSECT REPELLANT
6850 RUST INHIBITORS
6900 MODEL AIRCRAFT (EXCEPT 6920)
7010 COMPUTERS
7100 HOUSEHOLD FURNITURE
7200 HOUSEHOLD FURNISHINGS
7300 FOOD PREPARATION AND SERVICING EQPT
7400 OFFICE MACHINERY
7500 OFFICE SUPPLIES
7600 PUBLICATIONS
7710 MUSICAL INSTRUMENTS
7720 MUSICAL INSTRUMENTS PARTS AND

ACCESSORIES
7810 ATHLETIC AND SPORTING EQPT
7900 JANITORIAL EQPT
8000 PAINTS AND DOPES
8110 DRUMS AND CANS
8300 TEXTILES
8405 OUTERWEAR, MEN'S
8410 OUTERWEAR, WOMEN'S
8415 CLOTHING, SPECIAL PURPOSE
8430 FOOTWEAR, MEN'S
8435 FOOTWEAR, WOMEN'S
8440 HOSIERY, HANDWEAR, AND CLOTHING

ACCESSORIES FOR MEN
8445 HOSIERY, HANDWEAR, AND CLOTHING

ACCESSORIES FOR WOMEN
8460 LUGGAGE
8465 INDIVIDUAL EQPT
9150 LUBRICATING OILS AND HYDRAULIC FLUIDS
9310 PAPER AND PAPERBOARD
9505 WIRE, NONELECTRICAL IRON AND STEEL
9525 WIRE NONELECTRICAL, NON FERROUS

9535 PLATE, SHEET, STRIP AND FOIL.
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Attachment 2 −− Example Property Document Register (CAPF 38)



22 CAPR 67-1 (E)

Attachment 3 −− Example S-3 Report
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Attachment 4 −− Example Transaction Register
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Attachment 5 −− Example Consolidated Wing Requirements List

Consolidated Wing Requirements List

FSC ITEMS NEEDED QTY CHARTER

5895 RADIO CONNECTORS, BNC AND PL -259 20 01002
RADIO ANTENNAS 4 01006

3 01003
7 01004

TOTAL 14

6650 BINOCULARS 1 01001
10 01003
20 01006

TOTAL 31

6760 VIDEO CAMERA, VHS/8MM 4 01002
5 01003

10 01004
5 01006

TOTAL 24

7010 COMPUTERS, IBM COMPATIBLE 10 01002
20 01003
5 01004

TOTAL 35

PRINTER, IBM COMPATIBLE 10 01006
20 01002
5 01003

TOTAL 35

3610 COPIER MACHINE (FULL SIZE) 3 01004
4 01006
5 01002

TOTAL 12

8405 BLUE SHIRTS, MALE, SS 24 01003
BLUE PANTS, MALE 36 01003
BDU SHIRTS

MEDIUM-LARGE-EXTRA LARGE 50 01004
TOTAL 110
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Attachment 6 −− Example Transfer of Property Responsibility
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Attachment 7 −− Example Recap Sheet (Expendable Issues Only) (CAPF 111)
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Attachment 8 −− Example Aircraft Transfer (CAPF 37A)
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Attachment 9 −− Example Equipment Transfer (CAPF 37E)
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Attachment 10 −− Example Vehicle Transfer (CAPF 37V)
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Attachment 11 −− Example Receipt (DD Form 1348-1A)
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Attachment 12 −− Example Screening Form (DRMS Form 103)
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Attachment 13 −− Example LO Letter, Incomplete/Incorrect CAPF(s) 37
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Attachment 14 −− Example Individual Issue (CAPF 37E)
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Attachment 15 −− Example Letter, Mass Transfer of Items from Deactivated Unit
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Attachment 16 −− Example Letter, Request Waiver to Return Items to DRMO
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Attachment 17 −− Example Turn-In (DD Form 1348-1A)
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Attachment 18 −− Example Disposal (CAPF 37E)
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Attachment 19 −− Example Letter, Appointment of Investigating Officer or Team
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Attachment 20 −− Example Investigative Report Format

Investigative Report Format

Subject: Investigation of __________________  Date:____________

To:  Commander

_______(unit)_____________

_____(address)______________

1.  An investigation was conducted by the undersigned during the period __________under the provisions of CAPR 67-1 as
requested by the Commander, Unit ____________, CAP on _________ (date).

2.  The basis for this investigation was a letter (or verbal information) from _______________(individual and unit address),
CAP, alleging:

a.
b. (Include each specific allegation and/or complaint.)
c.
d.

3.  The following personnel were interviewed:
a.
b. (Include name, unit, and position.)
c.
d.

4.  Findings:
a.
b. (Include all information obtained during the investigation which has a bearing on the matter being investigated.)
c.
d.

5.  Conclusions:
a.
b. (Include facts established during the investigation, which are pertinent to the investigation and which prove or

disprove the allegations or complaints contained in paragraph 2.)
c.
d.

6.  Recommendations.  It is recommended that:
a.
b. (Include all recommendations necessary to conclude the matter investigated.)
c.
d.

______________________
Name 2 Attachments:
_____________________ 1.  Letter appointing the investigating officer
Rank 2.  Statements, correspondence, or records that should be

made a part of the investigation report
_______________________
Investigating Officer
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Attachment 21 −− Example CAP Aircraft Inspection Checklist (CAPF 71)
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Attachment 21 −− Example CAP Aircraft Inspection Checklist (CAPF 71) (Continued)
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Attachment 22 −− Survey/Audit Guide and Format

Survey/Audit Guide and Format

1. Introduction.  This guide will be used by the CAP wing and squadron personnel and LO to evaluate the logistics
program and to prepare for the CAP-USAF LR/LG annual survey audit. Each LR/LG will expand on these
requirements to ensure CAP is controlling and accounting for all appropriated funded equipment, aircraft, and
vehicles and DoD excess property in its possession.

2.  Required survey/audit, as a minimum, consists of the following:
a.  Follow up on corrective actions taken on all previous inspections.  This review consists of an

examination of each discrepancy to ensure continuing corrective action was taken to eliminate the deficient
condition(s) and prevent recurrence.

b.  Determine the core cause of deficiencies; e.g. inadequate training, guidance, effective use of personnel
and what is being done to make sure it is not repeated.

c.  Select at least 10 FX document numbers or 10 percent whichever is more on which expendable property
was transferred to the region or wing in the past year.  Review wing's expendable issue program.

d.  Select at least 50% of each unit’s non-expendable inventory on the CAP Inventory Report and conduct a
physical inventory.  A 100% inventory should be performed at least once every 3 years as a minimum.
Additionally, select a 5% sample of property located in the wing storage area or property in use in the wing
administrative area.  Locate those items on the CAP Inventory Report.  Address discrepancies by serial number,
source, and cost in the audit report.  Take corrective action as necessary.  If the combined error rate of the
sample inventories is greater than 10 percent, a complete inventory of affected wing and units should be
performed by the LR/LG.  Suspension action should be taken when the region or wing account is involved and a
complete error remains over 10 percent.

e.  Visit the region or wing supply storage area.  Is the storage and safeguard for CAP property adequate?
How many individuals have access to the storage area?  Review housekeeping and safety practices.

f.  Is the original CAPF 37V on file for each vehicle?  Is a CAPF 37V on file that issued the vehicle to its
current user?  Check vehicles, a minimum of two, for appearance, condition, and safety using CAPF 73.  Make
every effort to check the vehicles that were purchased with appropriated funds.  Develop a process to check
different vehicles each year, if possible.

g. Is a CAPF 37A on file that issued the aircraft to its current user?
Does the CAPF 37A reflect the avionics equipment on board?  Check aircraft for appearance, condition, and
safety using the checklist (attachment 22).

h.  Deactivated units.  Check to see if deactivated units have property on the CAP Inventory Report.
i.  Are files established and maintained IAW CAPR 67-1.
j.  Check individual folders against current wing roster and the item listed against the unit inventory.  Has

property been recovered from individuals when membership terminated or transferred to another unit?
k.  Check unit account folders against CAPF(s) 2a to ensure an accountable officer is assigned.
l.  Determine if documentation errors exist by checking for:

(1)  Document numbers assigned on the document register (CAPF 38, Property Document Register) but
documents CAPF 37A/E/V /DD Forms 1348-1A are not on file.

(2)  CAPF(s) 37A/E/V /DD Form(s) 1348-1A on file and no document number assigned or document
number assigned by not recorded on CAPF 38.

(3)  Incomplete disposal action.
(4)  CAPF(s) 37E in individual or unit folder with invalid signature.
(5)  Completed CAPF 37E in file that has not been submitted to update the CAP Inventory.
(6)  Receipt documentation on file and the property or the documentation of its issue cannot be located.
(7)  Validity of liability insurance payment(s) against S-2, S-5, and S-7.
(8)  Check cadet uniform program.
(9)  Check CAP Real Property Survey and Annual Report Inventory (RCS:  CAP S-6 Report)

m.  Assign a rating of outstanding, excellent, satisfactory, marginal, or unsatisfactory to each unit and an
overall rating to the wing.  If possible, brief the commander on findings and recommend action at the conclusion of
the survey or audit.

n. The liaison office will be reviewed for the following during the survey/audit.
(1)  Ensure all LO equipment is on his equipment listing.
(2)  Inspect LO vehicle.
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(3)  Check LO files for accuracy and completeness, especially disposals and data entry into the CAP equipment database.

2.  It will be a written report and forwarded to the HQ CAP-USAF/LG. It will not be a factor in the wing’s rating.

3.  Survey or Audit Format.  A detailed written report, signed by the AF LR/CC is furnished to the applicable
region or wing commander in 30 days after the survey or audit completion date.  A copy of each report is provided
to the CAP region commander, HQ CAP-USAF/LG, and HQ CAP-USAF/IG.  As a minimum each report contains
the following:

a.  Date(s) of visit and name of individual(s) that conducted the survey or  audit.
b.  Name of wing or unit commander, LO, supply officer, and other individuals contacted.
c.  Date and results of last survey or audit report.
d.  Finding, observations, recommended actions and unit ratings.  Results of Paragraphs 2c-h, by topic must

be addressed in this area.
e.  Summary and overall rating.
f.  Address discrepancies of non-expendable equipment by serial number, asset code, source, and cost in the

audit report.  Total up cost of missing items by source category, i.e. DoD Funded, DRMO, etc.
g.  Reply instructions.  CAP must reply IAW CAPR 67-1.



44 CAPR 67-1 (E)

Attachment 23 −− CAP Wing Survey Audit Checklist

CAP WING SURVEY AUDIT CHECKLIST

References.  CAP-USAFI 23-205 and CAPR 67-1

Unit: _____________________________________ Charter Number: _________________________________

1. Personnel contacted:

a.

b.

c.

d.

2. Management Practices:

a. Do personnel have access to the CAP directives? (CAP Regs 66 ,67 ,77, and 87 series) (CAPR 20-1, Part III.)

b. How do personnel advise the wing commander of the status of programs and policies? (Verbal or written.)
(CAPR 20-1, Part III.)

c. Do personnel develop the budget for programs?  If so, look at the last submission. (CAPR 20-1, Part III.)

3. Real Estate:

a. Is a current copy of the S-6 on hand? (CAPR 87-1, Paragraph 6.)

b. Is a current copy of the “CAP REAL PROPERTY SURVEY FORM” on hand for each unit? Compare to the S-
6 for match, check leases/rental agreements for expiration dates.  (CAPR 87-1, Paragraph 6.)

4. Property Accountability for Equipment:

a. Are copies of all supply officer appointments with transfer of property statement in remarks block (CAPF 2a)
on file?  (CAPR 67-1, Chapter 2, Paragraph 2-1f.)

b. Is CAPF 38, Property Document Register, being used to record all transactions? Only one CAPF 38 is
authorized, check to see if one document number is used for CAPF 111.  (CAPR 67-1, Chapter 2, Paragraph 2-1a.)

c. Has the wing established an expendable receipt file? A CAPF 37E or DD Form 1348-1 will be on file for
expendable property received).  Check file against CAPF 38 to ensure all property is being logged in.  (CAPR 67-1,
Chapter 2, Paragraph 2-1d(1).)

d. Has the wing established an expendable issue file?  This file will contain CAPF 111/37 for issues to
individuals/units.  Expendable transfer and turn-ins may also be in this file.  NOTE:  CAPF 111 may be used to transfer
DoD funded cadet uniforms.  (CAPR 67-1, Chapter 2, Paragraph 2-1d(2).)
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e. Has the wing established an expendable disposal file?  Disposal of expendable property will be recorded on
CAPF 37E.  A completed copy and support documentation will be in file.  (CAPR 67-1, Chapter 2, Paragraph 2-1dc(3).)

f. Is CAPF 111 being used to record expendable issues to wing personnel?  (CAPR 67-1, Chapter 3, Paragraph 3-
3b.)

g. Are transfers of expendable property in support of their units recorded on CAPF 37E?  (CAPF 111 is not
authorized for transfers.) (CAPR 67-1, Chapter 2, Paragraph 2-1d(2).)

h. Has the wing submitted to the Liaison Officer the annual requirements list?  (Due by 15 Apr each year.) (CAPR
67-1, Chapter 3, Paragraph 3-5a.)

i. Does the wing have on file a current copy of the requirement list for each of their units?  (CAPR 67-1, Chapter
2, Paragraph 2-1e.)

j. Is a current signed copy of the wing’s S-3 report filed in the non-expendable property file?  (This file will
contain the current S-3 and a completed copy of CAPF 37E for receipt transfer and disposal of non-expendable property
until the new S-3 is received showing the change.)  (CAPR 67-1, Chapter 2, Paragraph 2-1c.)

k. Does the wing have a current signed copy of the S-3 for each of their units having non-expendable property?
(A separate file will be established for each unit and also contain a CAPF 37E for each transaction effecting it.)  (CAPR
67-1, Chapter 2, Paragraph 2-2a.)

l. Is a CAPF 37E used to record all transactions for non-expendable property and are document numbers properly
assigned?  (Cross check CAPF 37E against document register.) (CAPR 67-1, Chapter 3, Paragraph 3-3.)

m. Is the transaction register (TR) being used to monitor non-expendable property transactions?  (Ask to see TRs.)
(CAPR 67-1, Chapter 2, Paragraph 2-1c.)

n. Have individual issue folders been established for individual issue documents?  (A separate folder will be
established for each individual issued non-expendable property.  Cross check names against current wing membership
roster.)  (CAPR 67-1, Chapter 2, Paragraph 2-3a.)

o. Is the annual validation of CAPF 37E for individual issues being accomplished in April?  (CAPF 37E must have
been signed by the individual and commander.  NOTE:  Commander’s signature may be delegated in writing.)  (CAPR
67-1, Chapter 3, Paragraph 3-7d.)

p. Has the wing established procedures for assigning serial numbers to non-expendable property received without
a serial number? Wing should have procedures established.  Local serial number must be affixed to the property as long
as CAP has the property.  NOTE:  Serial number log is most effective.  (CAPR 67-1, Chapter 2, Paragraph 2-2e.)

q. When a unit is deactivated, is the non-expendable property recovered?  (Check the S-3/S-8/S-9 is property still
assigned to the deactivated unit?  (CAPR 67-1, Chapter 3-11.)

r. Has the wing established aircraft/vehicle receipt folders? A copy of the original vehicle and current aircraft
receiving documentation CAPF 37A/V or DD Form 1348-1 will be on file.  (CAPR 67-1, Chapter 2, Paragraph 2-2.)

s. Has the wing established a separate inventory for state owned property? (CAPR 67-1, Chapter 3, Paragraph 3-
6e.)

5. Expendable Equipment Property Inventory:  Select at least 10 FX document numbers or 10 percent, whichever is
more, on which expendable property was transferred to the wing in the past year.  Review CAPF 111 and CAPF 37E in
the expendable issue and disposal files for the items selected.  Subtract the quantity from the amount the wing received.
Inventory the items, the amount the wing has on hand must be equal to or greater the total.  (CAPR 67-1, Survey/Audit
Guide and Format.)
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6. Non-Expendable Equipment Property Inventory:

a. Select at least 50 percent (100 percent once every 3 years) of the items on the wing’s S-3 report and conduct a
physical inventory.  (Items must be on hand or CAPF 37E showing an issue, transfer, or disposal.)

Total Assets on S-3

Assets Inventoried

Errors on Inventory

Inventory Accuracy

b. Select a 5 percent sample of the property located in the wing storage area and locate property on the S-3 report.

Total Assets on S-3

Assets Inventoried

Errors on Inventory

Inventory Accuracy

If the combined error rate above is greater than 10 percent, conduct complete inventory.

7. Supply Storage Area for Non-Expendable Equipment:  Check the following areas for compliance. (CAPR 67-1,
Survey/Audit Guide and Format.)

a. Housekeeping.  Cleanliness?

b. Security.  Who has access?

c. Warehouse Facility Adequacy.  Property stored in a safe manner?

d. Safety.  Flammables stored outside?

e. Lighting.  18 inches clearance with sprinklers/36 inches without?

8. Free Cadet Uniform Program:

a. How are uniforms being controlled after issue?

b. Do cadets turn in uniforms when they out grow them or quit the program?

c. Is the National Headquarters Quarterly Report, sent to  Wing Headquarters, being reviewed and passed along to
the squadrons?
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CAP UNIT SURVEY AUDIT CHECKLIST

References.  CAP-USAFI 23-205 and CAPR 67-1.

Unit: ____________________________________ Charter Number: _________________________________

1. Personnel contacted:

a.

b.

c.

d.

2. Management Practices:  Do personnel have access to the CAP directives? (CAP Regs 66 ,67 ,77, and 87 series) (CAPR
20-1, Part II.)

3. Property Accountability for Equipment:

a. Are copies of supply officer appointments (CAPF 2a) on file?  Transfer of property statement must be completed.
(CAPR 67-1, Chapter 2, Paragraph 2-1f.)

b. Is CAPF 38 (Property Document Register) being used to record all transactions?  Only one CAPF 38 is authorized,
check to see if one document number is used for CAPF 111.  (CAPR 67-1, Chapter 2, Paragraph 2-1a.)

c. Has the unit established an expendable receipt file?  A CAPF 37E or DD Form 1348-1 will be on file for expendable
property received.  Check file against CAPF 38 to ensure all property is being logged in.  (CAPR 67-1, Chapter 2, Paragraph
2-1d(1).)

d. Has the unit established an expendable issue file?  This file will contain CAPF 111/37E for issues to
individuals/units.  Expendable transfer and turn-ins may also be in this file.  NOTE:  CAPF 111 may be used to transfer DoD
funded cadet uniforms.  (CAPR 67-1, Chapter 2, Paragraph 2-1d(2).)

e. Has the unit established an expendable disposal file?  Disposal of expendable property will be recorded on CAPF
37E.  A completed copy and support documentation will be in file.  (CAPR 67-1, Chapter 2, Paragraph 2-1d(3).)

f. Is CAPF 111 being used to record expendable issues to unit personnel?  (CAPR 67-1, Chapter 3, Paragraph 3-3b.)

g. Has the unit submitted to the wing the annual requirements list?  (Due by 15 April each year.)  (CAPR 67-1, Chapter
3, Paragraph 3-5a.)

h. Does the unit have on file a current copy of the requirement list for the unit?  (CAPR 67-1, Chapter 2, Paragraph 2-
1e.)

i. Is a current signed copy of the unit’s S-3 report filed in the non-expendable property file?  (This file will contain the
current S-3 and a completed copy of CAPF 37E for receipt transfer and disposal of non-expendable property until the new S-
3 is received showing the change.)  (CAPR 67-1, Chapter 2, Paragraph 2-1c.)

j. Is a CAPF 37E used to record all transactions for non-expendable property and are document numbers properly
assigned?  (Cross check CAPFs 37E against document register.) (CAPR 67-1, Chapter 3, Paragraph 3-3.)

k. Have individual issue folders been established for individual issue documents?  (A separate folder will be
established for each individual issued non-expendable property.)  Cross check names against current wing membership
roster.  (CAPR 67-1, Chapter 2, Paragraph 2-3a.)
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l. Is the annual validation of CAPF 37E for individual issues being accomplished by April?  (CAPF 37E  must have
been signed by the individual and commander.  NOTE:  Commander’s signature may be delegated in writing.) (CAPR 67-1,
Chapter 3, Paragraph 3-7d.)

m. Is personal property left in a unit over an extended period identified as “Personal Property”? (CAPR 67-1,
Chapter 1, Paragraph 1-6.)

n. Does the supply officer have any problems he would like to discuss?

4. Expendable Equipment Property Inventory:  Select at least 10 FX document numbers or 10 percent, whichever is
greater,  on which expendable property was transferred to the wing/unit in the past year.  Review CAPF 111 and CAPFs 37E
in the expendable issue and disposal files for the items selected.  Subtract the quantity from the amount the wing received.
Inventory the items, the amount the wing has on hand must be equal to or greater the total.  (CAPR 67-1, Survey Audit Guide
attachment.)

5. Non-Expendable Equipment Property Inventory:

a. Select at least 50 percent of the items on the unit’s S-3 report and conduct a physical inventory.  (Items must be on
hand or CAPF 37E showing an issue, transfer, or disposal.)  (CAPR 67-1, Survey Audit Guide attachment.)

Total Assets on S-3

Assets Inventoried

Errors on Inventory

Inventory Accuracy

b. Select a 5 percent sample of the property located in the unit storage area and locate property on the S-3 report.
(CAPR 67-1, Survey Audit Guide attachment.)

Total Assets on S-3

Assets Inventoried

Errors on Inventory

Inventory Accuracy

If combined error rate above is greater than 10 percent, conduct complete physical inventory.

6. Supply Storage Area for Non-Expendable Equipment:  Check the following areas for compliance. (CAPR 67-1,
Survey Audit Guide Attachment.)

Housekeeping:  Cleanliness?

Security:  Who has access?

Warehouse Facility Adequacy:  Property stored in a safe manner?

Safety:  Flammables stored outside?

Lighting:  18 inch clearance with sprinklers/36 inches without?


